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Employee Access Center: Time off Requests 
 
 

Login 
URL: https://stlouispark.efp.sourcewelltech.org/employeeaccess 

• User ID:  Full District Email Address or Employee ID Number 
• Password:  Last 4 digits of your SSN 

 
Navigation 
Upon initial login, you will be on the Demographic Information page. To view/add time off, click on the “Leave 
Information” button on the lefthand side. 
 
This takes you to your Leave Calendar page, where you can view your work/non-work days, holidays, and 
pending leaves. 

 
There are two options (outlined in red above) to click on above the calendar: “Leave Banks” and “Leave 
Requests.” To view your time off balances, click on “Leave Banks” 
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After clicking on “Leave Banks” you will be taken to the page shown below. This screen will show you the 
number of sick, vacation, personal, etc. days you have and any pending leave requests. 
 

To return to the Leave Calendar page, you can click on “Leave Calendar” or you can click on “Leave Requests” to 
go to the Leave Requests page (shown below) to review any requests you have submitted. 
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To enter a time off request, click on “Add a New Leave Request” on either the Leave Banks or Leave Requests 
page (outlined in red on the screenshots above). 
 
This will take you to the page where you can enter a time off request. Near the bottom, you will select the leave 
type (sick, vacation, etc.), the start date, the end date, and the number of days. 
 
Note: If your time off request includes a non-work day, such as the weekend, you must enter them separately. 
Example: you want to take Thursday-Tuesday off. You enter one request as Thursday-Friday (2 days) and then 
another request as Monday-Tuesday (2 days). 
 
Once you have your time off entered, you will notice it says “unsaved changes” near the top. You will need to 
click on the save icon on the right side of the screen. This will submit the request to your supervisor. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To see if your request was submitted, you can go back to the Leave Requests page and your request should be 
listed – you may need to click on the “Refresh Leave Request List” button if it’s not there. 
  

 

 

 Click here to save 
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Deleting Time off Requests 
You can delete requests that you have entered up to two days prior to each pay day (ex: if the pay day is on 
8/15, you can cancel requests until 8/13). Days that have already passed cannot be deleted by the employee. 
 
To delete the request, navigate to the Leave Calendar page, click the day you wish to delete, then click on the 
leave type link (circled in red). 
 

 

 

 

 

 

 

 

 

 

 

This will bring you to the page below where you can click on the trash can icon (circled in red below), opening a 
pop-up window where you confirm you want to delete the request. Click “Yes” and your request will be deleted. 

 Click here to delete 

 


